SPECI AL TRAI NI NG COVPONENT, FY 98 BLM

A Nane of Program Educati on Award Program
B. Summary of Program Qbjective: Career devel opment for BLMin Wonmni ng
enpl oyees.

The enpl oyee proposes the training desired that will facilitate his/her
performance of "official duties" in a position comrensurate with the

enpl oyee's potential. Oficial duties nean those authorized agency duties
whi ch an enpl oyee is currently perform ng, or those which he/she could
reasonably be expected to performin the future. This includes potentia
duties in a different job or occupation at the same or higher level than the
one currently held by the enployee. Each training proposal is evaluated in
terms of BLM workforce and staffing plans. Those proposals which are judged
to provide the best potential for using the acquired skills and know edge at
the BLM are approved.

C. Location: Al educational opportunities are to be within the comuting
area of the recipient's duty station unless there are extenuating
circunstances. On-site, correspondence, extension, BLMformal training, or

t el ecomruni cation classes are acceptable. Normally, funds are not avail abl e
for travel or per di emexpenses; however, enployees may choose to use the $650
to attend one training class, nmeeting, conference, workshop, or non-Gover nment
neeting where the $650 woul d be used to pay for travel and per diem Al

ot her sources of education and training require approval of DMs and DSD s.

D. Program Adm ni strati on:

1. The responsible official is the Enpl oyee Devel opnment Specialist, Shorty
Lowdermi I k, in the Woning State Ofice.

2.  An Education Award is a grant to an enployee in an anpbunt not to exceed
$650. Applicants may request approval for courses up to the $650 limt. An
award may be applied to one class or course, or to a series of classes or
courses which continues for nore than one senmester, termor quarter. The
enpl oyee does not receive the award as cash, rather the Bureau is billed by
the education/training institution or supplier for the direct cost of
tuition/books. (Reinbursement for books will be nade only after the enpl oyee
turns the books in to the BLM Library, where they will remain the property of
BLM and after the enployee shows that the course was successfully conpleted.)
The enpl oyee nmust pay for all student activity fees. Courses nay be
substituted only by witten petition to the Enpl oyee Devel opment Speci ali st
who nust determ ne that the request for substitution preserves the purpose of
the original approval. Only one award may be held by an enpl oyee at one tine.
Study under a prior award nust have been successfully conpl eted before
anot her award can be granted. An enployee may obtain career counseling or
assi stance fromthe supervisor, Personnel Staff, Enployee Devel opnent Staff,
or EEO Staff. Counseling and assistance will be provided only upon request.

3. An award recipient who accepts enpl oynent outsi de BLM Wom ng, or who
changes status so that they no | onger neet entrance requirenents (Atch. 1,
D.4.), forfeits all or any unspent portion of an award. |f the enpl oyee
transfers to another Governnent office and is taking a correspondence course,
the enpl oyee will be allowed to finish the course in progress at that tinme.

If the enployee is taking a course at the |local college, the enployee will not
have to pay back any tuition if the Governnment is transferring or noving the
enpl oyee out of the conmuting area, or the enployee is separating fromthe
Servi ce.



4.

5.

Sel ection of Participants

a. All participants mnust:

(1) Be serving under a career or career-conditional appointment
or unlinited excepted appoi ntnent.

(2) Have a current record of service that is satisfactory or
better and at an acceptable | evel of conpetence.

(3) Be currently enployed in a position that is at or below a
GS-11 or WG 11 full performance |evel.

b. Application process:

(1) In accordance with instructions in the annual announcenent of
the program interested enpl oyees should submt an application to
the BLM WSO Enpl oyee Devel opnent Specialist, or their District
Manager. The application will include the training desired; the
background, experience and a narrative di scussion of the career
goal s of the applicant; and a summary of what the projected
benefits might be to the enployee and the BLMin Wom ng. Wen
nore than one course or class is sought, the information nust be
given for each. The statenment should relate the separate cl asses
or courses to one another in terms of the career goal

(2) Enployees nay submit only one application per year

c. Following the closing date for applications, a panel wll be
convened in each District and the State Office to reviewthe
applications and nmake reconmendations to the District Managers and the
State Director. The specific elenents for ranking the best qualified

will be: denponstrated efforts at self devel opnent, Ratings of
"excellent," "good," or "poor" will be given under each el enent for each
candi date. Only applicants receiving two or nore "excellent"” and the
third not [ower than "good" will be ranked as best qualified.

d. On the basis of all the information that it has, the panels
determ ne by consensus which applicants will be recomended for
Educati on Awards. The recommendati ons (Attachnent 1-2) will be revi ewed
by the District Managers and the State Director and the final selections
made. Awards will be announced by the State Director

e. The recommendati on and decision may include a first and second
alternate. |If an award is forfeited before the program begi ns, an
alternate may be awarded the anpunt unused by the original recipient,
but not to exceed $650. Participants who | eave Woni ng or BLM shoul d
noti fy the W50 Enpl oyee Devel opnent Specialist, Shorty Lowderm |k, so
that the alternate may benefit fromthe remini ng award.

Use of an Education Award

a. Use of an Education Award nust be initiated within 6 MONTHS fromthe
date the award is granted. Training or study under an award nust be
conpleted within 2 CALENDAR YEARS fromthe date training or study began.
Cl ass attendance (or use of correspondence or self-study nmaterial)
ordinarily will occur outside the person's nornmal duty hours. In
unusual circunstances, recipients nmay petition their District Manager or
Deputy State Director to allow part of the study to take place during
normal duty hours. |In these cases, supervisors will work with the
Branch of Personnel to adopt a solution that will benefit both the
enpl oyee and the BLM  Wen uncontrol |l abl e circunstance prevent the
orderly conpletion of an award, the provisions of this paragraph may be
adjusted by the State Director, Deputy State Director, or District
Manager upon petition by an award reci pient.

b. \When each class or course of instruction has been conpl eted, award
reci pients nust, within 30 days, present their course grade to the
Enpl oyee Devel opnent Assistant, Lois Nordberg (W-953), who will



docurent that the training has been satisfactorily conpl eted.

c. Provided the proposed training neets the identified career goal, the
enpl oyee nmay request training fromany institution or organization
ei t her Government or non-Government, within the comuting area* of the
enpl oyee's duty station. This also includes study to prepare for a high
school di pl oma equival ency exami nation. Grants under this program are
outside and in addition to training scheduled and approved in the Annua

Wor k Pl an.

d. Al of the above qualifications and restrictions nust be met or the
bal ance of any award nmay be term nated by the State Director. |If anyone
cannot pass a class, the noney for that class will not have to be
repaid. O course, the candidate will be responsible for the tuition

*Commuting area restriction applies only to training that requires classroom
attendance by the enpl oyee for a senmester or quarter; there is no restriction
on sources fromwhi ch correspondence courses, self-study naterial, mneetings,
conferences, or workshops are obtained.

WHAT KI ND OF EDUCATI ON W LL HELP YOU?

The following is a list of courses which will help you qualify for specific
positions at the entry level:

Realty Specialist - Real estate; regional, urban, rural planning;
geography, forestry; geology, business adm nistration
i ndustrial nanagenent; engineering; econom CS;
architecture; and accounti ng.

Qut door Recreation- Soci ol ogy, forestry, |andscaping, architecture
econoni cs, biological science, park admnistration
earth science, natural resources nanagenment and
conservation, civil engineering, urban planning or
recreation.

Land Law Exam ner - Nat ural Sciences, (i.e., range conservationist,
forestry, geology); or business admnistration
i ndustrial managenent, |aw, engineering, economcs,
real estate, political science or accounting.

Program Anal yst - Fi nanci al managenent, accounting, personne
managenment, quantitative analysis, research
nmet hodol ogy, inferential statistics, policy analysis,
pl anni ng and eval uation techni ques.

Contract Specialist - Procurenment, business adm nistration, marketing
i ndustrial nanagenent or accounti ng.

Editorial Assistant - Engli sh, English conposition, journalism graphics,
l'ibrary science.

Appr ai ser - Appr ai sing, real estate, engineering, architecture,
real property managenent, business adm nistration
econoni cs, agriculture or forestry.

Envi ronnent al - Public administration, political science, Protection
Spec. sociol ogy, conmunity planning, economics,
envi ronnent al studi es or geography.

Cart ographi c - Conbi nati on of cartography, relevant Tech. mathematics
and statistical sciences, or closely related science
and technol ogy courses.

This list is not all-inclusive of the positions within BLM it is nerely
furnished to give you, the enployee, an idea of what kinds of positions you
may want to use to tailor your career goals.





